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August 16, 2004 
 
 
TO:  Current Suppliers with State of Arizona Statewide Contracts 
 
RE:  Twenty-First Annual Arizona State Contract Show  
 
 
On behalf of the State of Arizona, Department of Administration, I would like to cordially invite you 
to participate in the Twenty-First Annual Arizona State Contract Show sponsored by the State 
Procurement Office (AzSPO).  This year’s event will be held on Wednesday, October 20, at the 
Phoenix Civic Plaza, Exhibit Hall D, 111 North 3rd Street, Phoenix, Arizona  85004 from 8:00 a.m. 
until 4:00 p.m.    
 
This is a great opportunity for state-wide contracted suppliers to meet with state and local 
government employees and cooperative members for exchanging information and networking.  Your 
participation is appreciated and will greatly enhance this sharing of vital product knowledge. The 
cost is $300.00 per booth.  The cost to suppliers with motor vehicle contracts is $600.00 per space. 
Vehicle suppliers contact Mark Johnson for details. AzSPO has initiated an on-line supplier 
registration system to facilitate credit card payments. See Attachment 1 for more information.  
 
If you have any questions, please do not hesitate to call Mark Johnson at 602.542.9158 or e-mail 
mark.johnson@ad.state.az.us.   Thank you and we look forward to seeing you at this year’s show! 
 
Sincerely, 
 
 
 
Mark M. Johnson, CPPB 
2004 Contract Show Coordinator  
   

 
 
 
 
 
 



 
 

                                                                      Attachment 1 
 
 

CONTRACT SHOW INFORMATION SHEET 
 

 
Chemicals/Pesticides:   Exhibitors of chemicals/pesticides may display only empty containers of the 
products.  Gasoline powered machinery must have their gas tanks empty and the coverings to the 
tanks taped shut.  The sparks plugs on this machinery must also be disconnected.  The equipment 
must be inspected and approved by Civic Plaza prior to show opening. Vehicle suppliers please call 
Mark Johnson for additional information. 
 
Exhibit booth (10’ X 10’): 
 
Included in the booth cost will be: 
 

• 1 each, 7” X 44” identification sign per exhibitor; 
• 1 each , 6’ table with skirt; 
• 1 each wastebasket; 
• 2 each folding chairs and  
• In order to maintain continuity in the color scheme, the carpet/drapery/skirting will be provided with 

each booth.  The colors for this year’s show will be plum and silver. 
• Additional supplies/equipment, electrical hookups and telephone lines may be requested for a fee 

from the Civic Plaza.  Upon registration, our exposition service company will provide each exhibitor 
registered with a packet of information that will provide numbers and contacts for the services 
required. 
 
Parking Tickets: Two (2) parking tickets will be issued for each booth purchased. 
 
Promotional Items:  State employees are permitted to accept promotional items of a nominal value 
from exhibitors; however, this practice is not encouraged or promoted. 
 
Refreshments:  A continental breakfast will be provided to exhibitors the morning of the show until 
8:30 a.m. 
 
Set-up Time:  October 19, 2004, 2:00 p.m. to 6:00 p.m.  Only minor final arrangements will be 
allowed on the morning of October 20, 2004, from 7:00 a.m. to 8:00 a.m.  The show will open 
promptly at 8:00 a.m. 
 
Show Time:  October 20, 2004 from 8:00 a.m. to 4:00 p.m.  The exhibit hall will remain open during 
lunch. 
 
Storage Space:  Due to lack of storage space, the Phoenix Civic Plaza will not accept exhibit 
materials prior to set-up time or store materials when to show has concluded. 

      Additional fees will be incurred if the storage of supplier’s materials is necessary.  The Arizona State 
Procurement Office is not responsible for supplier’s lost or damaged equipment. 
 
Tear Down Time:  October 20, 2004, 4:00 p.m. to 6:00 p.m.   Suppliers may not begin dismantling 
booths prior to 4:00 p.m.  All equipment must be dismantled and removed on October 20, 2004. 



 
                                                              Registration 

 
The State Procurement Office (AzSPO) has initiated a new registration process for this years 
contract show.   This process of supplier registration and enrolling for a booth is handled through 
the Arizona Government University (AzGU), the same system that state employees use to 
register and schedule classes.  This process will allow AzSPO more reliably in tracking data 
needed to ensure a successful show.  Suppliers benefit by a simplified and expedient registration 
process that accepts credit card payments. For those suppliers that still wish to pay by check they 
may send their remittance payable to:  
           

“The State of Arizona” 
Arizona Procurement Office 

Attention: Mark Johnson 
100 North 15th Avenue, Suite 104 

Phoenix, Arizona  85007 
 

      Booth purchases are limited to suppliers with current statewide contracts. Statewide contracts are 
contracts established by or thru AzSPO.  On-line registration and show enrollment is required 
irrespective of the method of payment. All prospective participants must have enrolled and paid by 
October 3, 2004. Booth location assignments shall be determined by the State Procurement Office. 
Suppliers may purchase up to four booths, however, the enrollment system requires that the supplier 
enroll separately for each booth.  
 
Please follow the following steps.  If you need assistance in completing the registration process 
please contact Cindy Pearson at AzSPO 602-542-9131 for assistance 
 
Step 1.  Go to http://www.azgu.gov/stars/createuser.asp.  Complete the form and click the Submit 
button. 

  



 
 
Step 2.   An email will be sent to the account specified. 

 
 
 

 

Step 3.   Click on this link and enter the 
EIN and password provided, then click 



 
 
 

 
 
 
 
 
 
 

 
 
 

Step 4.  Click Search for a Class or 
Event. 

Step 5.   Enter “2004 Contract Show” and click. 



 
 
 
 
 

 
 

You are now registered in the 2004 Contract Show. 
 

Step 6.  Click the “Enroll” button. 

Step 7.   Confirm by clicking, 
“Yes, Enroll in Course”.    



 

 
 
 

 
 
 
            

 

Step 9.  To register for multiple 
booths (up to 4), repeat steps 4, 5,  
6, 7, and 8 then click “ReEnroll”. 
. 

Step 8:          If you wish to pay now: 
Click Pay now to remit by Credit Card 

online, or 
 

send your remittance payable to: 
State of Arizona 

State Procurement Office 
C/o Mark Johnson, Ste 104 

100 N 15th Avenue 
Phoenix, AZ  85007 

 
All payments must be received by the 

State Procurement Office by October 3, 
2004. 


